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25 January 1974

MEMORANDUM FOR: Members of the Curriculum Committee

SUBJECT Agenda for Meeting, 31 January 1974
1. The Curriculum Committee will meet on Thursday, STATINTL
31 January 1974, at 0930 hours in the DTR Conference Room.
2. The Agenda:
a. The Management Training Program
b. Is the coverage of topics of
current interest (26 October 1973
paper on same subject) considered
adequate?
c. What is the future of the Office
Management Seminar?
d. What is the place of cross-cultural
training in the OTR curriculum?
e. What are the existing instructions
to training officers for completion
of the Form 737
f. How does the Agency's Affirmative
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Action Plan affect the curriculum
of the Office of Training? (EEO)
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Chairman,
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25 January 1974

MEMORANDUM FOR: Members of the Curriculum Committee

SURJECT :  Agenda for Meeting, 31 January 1974

1. The Curriculum Committee will meet on Thursday,
31 January 1974, at 0930 hours in the DIR Conference Room.

2. The Agenda: STATINTL
a. The Management. Training Program

. Is the coverage of topics of
current interest (26 October 1973
paper on same subject) considered
adequate?

c. What is the future of the Offlce
Management Seninar?

d. What is the place of cross-cultural
training in the OTR curriculum?

X e What are the existing instructions
to training officers for completion
of the Form 727

X £. How does the Agency's Affirmative
Action Plan affect the curriculum
of the Office of Training? (EEO) STATINTL

St

Chairman,
Curriculum Conmittee
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11 February 1974

MEMORANDUM FOR: Members of the Curriculum Committee
SUBJECT : Minutes of 31 January 1974 Meeting

1. The Curriculum Committee m
Room at 0930 hours. Attending were

2. The minutes of the last meeting were approved.

3. The Chairman added to the agenda the discussion of a
second running of the Systems Dynamics Course.

4. The Management Training Program

Acting Chief, Management
and Administrative Training Program, briefed the
Committee on courses in the Management Training Program
including Fundamentals of Supervision and Management,
the Managerial Grid, the Advanced Management Program,
and the Executive Conference. When it became apparent
that senior level expectations about the Executive
Conference were not known, the Curriculum Committee
agreed to recommend to the DIR that a presentation
be made to the Management Committee on management
training and in the course of that briefing elicit
views on their perception of the Executive Conference.

suggested that we might consider briefing
the Board of Overseers who represent an echelon below
the Management Committee. _ asked that a
future agenda include an item on the Practical
Supervision for OC careerists course.

5. What is the Future of the Office Management Seminar?

The problem: Working up a course for GS-7 secretaries
to be given in the Spring 1974. | rerorted
that the Office Management Seminar is for senior secre-
taries in Grades 8-12; 14 students per course. To date,
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95 executive secretaries have attended. The original
estimate for the clientele was 105 s SO we may be out
of customers for this particular course. *
who has just returned from a tour in OCI, 1is Iooking
into a course for secretaries at the GS-7 level,

Basically, this is an internally generated requirement.
* said that he would like to design something

and come back to the Curriculum Committee and present a
proposal, ﬂsuggested that we continue the Office
of Management Seminar as an OTR offering and run the

Office Management Seminar at a lower frequency during

the year, possibly once or twice a year. The Committee
agreed on the following: in summary, [ i

(a) Come up with a plan for the GS-7 group; (b) keep

the OMS alive for perhaps one or two runnings per year;

(c) come up with some ideas for supplementary training
programs for GS-8 secretaries and above.

6. What Are the Existing Instructions for Training
for Completion of the Form 737

The Committee had expressed earlier concern about
the information contained in Paragraph 14 in the Form 73.
Currently available instructions were discussed. Tlge
Committee agreed that the OTR Catalo description of , ¢, . ¢ N
individual courses should Include a statement fo the * i Za
effect 'please FUS¥iE registration on the Form 73
in light of the description of the course." This
statement should also appear on the Form 73 when it —
is revised; in addition, it might be well to emphasize b e wlf i
the importance of fully completing the Form 73 in the
applicable portion of Fundamentals of Supervision and
Management course.

YWIVURY TE SR

7. How Does the Agency's Affirmative Action Plan
Affect the Curriculum of the Office of Training? (EEO)

The Committee reviewed the Agency's AAP for EEQ
and specifically those items which directly affect
the curriculum of the Office of Training. OIR is
dlready doing or has planned to do those things required
of OIR in the Plan.

8. The Systems Dynamics Coumse

This course has just completed its first running.
At the direction of the DIR, R asked for
Conmittee approval for a second offering of the course.
The first running was successful ; OTR funded half of
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the total cost of $16,000; the next running will cost
$10,000 and again ORD will fund half. Future costs
will be on a declining basis. Course evaluations
indicate that student reaction was excellent. The
Committee recommended that the DTR approve a second
running of this course.

9. Is the Coverage of Topics of Current Interest (26 Oct
73 paper) Considered Adequate? (i.e. Economics,
Population, Ecology)

BN oic thot this is currently an internal
objective for the Intelligence Institute. The mentioned
paper is a fair representation of the coverage of this
subject matter in OTR courses. The Curriculum Committee
is satisfied with the present coverage in these areas.

10. What is the Place of Cross-Cultural Training in the
OIR Curriculum?

The major emphasis of the Orientation for Overseas STATINTL
course was to help sensitige people to cultural
differences. There is also a small segment on cross-
cultural training in the Intelligence of World Affairs
course. The question raised by h was: do we STATINTL
go ahead and find someone in the Agency, or externally,
who can handle this subject matter? h said
that there is no great demand for it from directorates, STATINTL
other than the DD/O, but there is a feeling in OTR
that people should be alert to this problem. [EGN
indicated that he is not sure that this course should be
given by the Intelligence Institute but should be
considered along with the Sales Analysis Institute STATINTL
program he is considering. i suggested that
because of time constraints we table this agenda item
and consider it in more detail next time. In addition,
it was suggested that Committee members read Marc
Lewis' article in the Winter 1973 issue of Studies in
Intelligence on ''Re-examing our Perceptions on Vietnam.'
This article is primarily concerned with perception
of reality from other cultural viewpoints,

11. The Committee members agreed that in future meetings
time will be set aside for discussion of the formal presenta-
tions such as the one made by Management Training. Because
this was not done at this meeting, the members agreed that
the agenda for the next meeting should include a discussion STATINTL
of the curriculum of the Management Training Program.

12. The meeting ended at 11:45.
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7 February 1974

MEMORANDUM FOR: The Director of Training

SUBJECT ¢ Curriculum Committee Recommendations

1. In the Curriculum Committee's 31 January 1974 meeting,
the Committee agreed to submit several recommendations for
your approval:

€ a. that a presentation be made to the Management
Cormittee on management training for the purpose
of enlightening the Committee on current content
of our Management Training Program and securing
from them their specific expectations about the
Executive Conference;

b. that approval be given for the second running
of the Systems Dynamics Course; ‘

c. that the Office Management Seminar continue
to be scheduled once or twice a year.

2. Your approval of the above recommendations is
requested.

STATINTL

Chairman,
Curriculum Committee

A APPROVAL: e M
pguez Date ~

Director of Training

it eyc 'ace *‘“‘jt—-
* :fq,ikyx‘ \4>ejfh6t:\tt— TOME S,
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7 February 1974

MEMDRANDUM FOR: The Director of Training
SUBJECT . Curriculum Comnittee Recommendations

1. In the Curriculum Committee's 31 January 1974 meeting,
the Cormittee agreed to submit several recomnendations for

your approval:

a. that a presentation be made to the Management
Comnittee on management training for the purpose
of enlightening the Committee on current content
of our Management Training Program and securing
£rom them their specific expectations about the
Executive Conference;

b. that approval be given for the second ruming
of the Systems Dynamics Course;

c. that the Office Management Seminar continue
to be scheduled once or twice a year.

2. Your approval of the above recommendations is
requested.

STATINTL W
H

Curriculum Committee

B T :
[ o
PRI [ T

* APPROVALY

Date

i

AL Tonso JUE
Director of Training

% With exception that first we brief
DDMBS.
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28 January 1674

MEMORAIDUM FOR: Director of Training

SUBJECT : llanagorial Grid
REFERENCE © Your Commients on Decembeor danagerial Grid

Course flenort, dated 16 JandarJ 1974

[N [} . ,_l ~J. 3 TSN
nougnis and LLV NS auuu‘ t

{el

2. The quasticn you have raised i3 *hat if a course has
been running for ten years, is it sti1l valid? In SJn/OILTiJ
our vaconendation for the continuaticon of the Nangue ’a? Gr
I would like to review the nast ten years of
with this course.

3. The HManagerial “ri! wvas first
in 1654, Ly Consu Jtants undor contract
Incor Hu;d,ed. Following :"“rﬁ1 runmn
the course was then conducted by the OT:
persannel in the 55-183 and above leve
untilt 1271 w grads rrvfr’“tiON‘
supervisors at aa-07 wnd ahovae.

7 P . o p ! . ol o, SR Y St
4. uring the past ten yaers, we have offered the Grid
€

5. In the Spring of 1373, & survey {0f a represe
5 inch

t
ing all grads levels and a
A

group of course r“<uu tes inciudi

Directorates) wes conducte: Ly the Support School in an attompt
to determing the VﬁIUL of LJC ﬁano;&r1x? Gric.  Thz attached
guastionnairz vas £ : i t of the question-
naire was to obitain , 11 was also
designed to neasura Wg arid Seminar

Y .
Ubjeciives:
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(1) Understanding your oum Hanagerial styles and
evaluating convictions about man nace rial values.

(2} Developing team action skills

(3) Achievirng unobsiructed communications

4

(4) Strenpthening the use of eritique for
solving and Tearning

(5) Analyzing the work culture
fonnaires indicated a SU!‘L&P{111

success of tho coursa in
ively effecling student on-

c‘fﬁ) r"-

archlen

wositive view
hGose objectives
bohavior,

a6 e, Iy Dt ' v EN " x
(1) 92% fool the orid bad a vositive fmpact on their

managarial styles and valuos
79 .
“th

C‘

J
i, v
neir wov

(3) 95% have 1rac¢iCGJ
practice "open con

(4) 72% amploy ongoing critique in their

tried to reduce the LGarriers

(58) 81% have
nization effzcliveonsss

oraa

A
i

¥
i
~
i

2o

The questionnezires also show
enployed with moderats resulis

Timited success,

The questiopnaire
(1) The trid has helped them do their job
(2) Two-thirds have hocema Hore

read further on the subjec

lia
fellow GLW1OJBQ5 viio have had the

CO\J (0 {}l

tso vevealed the following

!f Cind some ady nﬁtage in doing busing
iR 1) ri

ve emnloyed the team aprroach in doing
Q ) ;

Lo

Approved For Release 2000/08/04 : CIA-RDP78206215A000100020011-4

VN THTOTRAT P
Lol lag 1 e ""‘ ¥ ot
¢ ¥ Ly INTE "" HAL Uu-L& VRIS

———



| PRp

. et b VL

- Approved For Release MIOSIO4 CIA-RDP78- 06215A0001000M11-4

(5) ‘tost feel the Grid has not putlived its
sefulnass and should not he dropped (607 ro)

D. hile most students believe the Gr
and shoula ha ”Pﬁt;luﬁu thﬁ\ also
observationg:

id is to he valuable
made the fellowing

(1Y Alar

an nunher of students (755} are unada
of any specific organizaticnal changes £
have resu t%ﬁ fyow having toaron the
This lack of any orgaﬂizatianai change bucomes

apzarznt during the Orid Scminar when we compare
the class and cunulative statistics wi
that there has bean no appreciable chvnrn ovfr

Ll

the years in how the students assess i hosrcy.

[Eay
&
1
i

(2) OF the 229 of the students that answerad that
they ware avars of organization or attitudinal
naos, no spocific change was cited in their
bevond a repeat of their stron? sesitive
to the question ahout opan C vication.

(3) Thore wqrc Wil SEver F100) parsons survayed,
who felt Jhere are courses that would bo
moye uan.u {829 no wiih throee
mantioning 1 St Ciens vare WP,
sensitivity troainiy i training o
fewer emp10ye:> 1 5 nothe Srid? and

28s b1”0 5aCnE 0
building a coursz avou uch as Yoon:z

and 0'tonnell.

E£. The last item on the Juesti 15K 4
obscrvations on the useful 2 [ i
response nredominated although ns a5
the funrovenent in the student's understandi boaviara-
ness of sroblom solving techninues.  Some of the observations

wWerae:

i

(1) “Managers ave bori, not made

(2) "Althouch fgency senior managqers st
Grid is useful., cne novey ectually hears
endorsement of it or any serious raferanca fo it.
i can only conclude th vt while senjor vf]dﬂﬁ‘i
may think it is useful it apparently lacks cradi-
Q1?12v and is not put into Iiu\C1vu.h
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unervicors working for mo

(3) "dow that the supery iing for 08
have all bad the Grid, ve are bavier aoit
to discuss their supervisory ﬂ} yh eins,

the te

Ny A
By usine e apﬁvoech wa have Nd;fllo’:j_
a feclirg of open communic afian and partici

pation wihich did not aroviously axist®

% runnings of the Grid por
£ 35 - AD particinants

response from pavticipants cvoles @ ‘ivf P0sﬂb1»"r§?c
the comment haar i3 ‘?hxg is the bost wQSQDh v
vad® and "1 shol had this courss five or ten

: of the vunnings of the Gria are O

ﬂ‘/
1

6. 4o arc currently c“ﬁrtnqﬁ
year, vith an average enroliment o

51
3

—~——

(3

i s
- [» 2] "‘YH:,‘) ,x'l" V0
gtc. He find that a b ! !
suhscribed and that most feal that ‘&.a ChUYsQ shoutd
hasic requirement for all notential mas

g,
viable.
valid today
is wovking
In our lOﬂt
in other cou

well ac oa;u.
Grid, as wall o8
savying a nurpose.

W aenects of tho STATINTL

) <
es, ve are

g, Ve wi
Grid ')Y'Ot“"s.u ¢
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24 January 1974

MEMORANDUM FOR: Chairman of the Curriculum Committee

SUBJECT : Available Instructions on Completion of
the Form 73

1. 1In the 17 January 1974 meeting of the Curriculum
conmittee, [N nemo discussed a catalog change for STATINTL
the BOC and a recommendation that OTR issue standarized
instructions to component training officers about the
content of Paragraph 14 of the Form 73.

2. Training officers currently receive instructions
on completing the Form 73 from:

a. Their training assistants, who attend the
Ammual Training Assistant Workshop (conducted
by the Office of Training) which contains
a 15-minute practical exercise on completing
the Form 73;

b. The 1970 OIR Catalog which include instructions; and

c. The Registrar's publication, Re istration Statistics,
to which notes are attached. 1s 1s distribute
to all training officers every other week.
(Sample note attached)

3. The 1974 edition of the OTR Catalog, now in draft form, STATINTL
contains updated instructions. (Copy attacﬁed)

4. The Form 73 was revised in early 1971; 2300 copies
are on hand at the depot and Headquarters plus tho“
individual supply rooms. With this short supply,

OTR/RMO, says that it will be necessary for the Registrar to
reorder forms within the next month.

STATINTL
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the Central Cover Staff (even in the case of overt employees) .

In addition to name, grade, and office, the following information
is necessary for enrollment: cover status, future assignment,
area interest and/or experience.

2. Training Officers are asked to use care in the completion
of Form 73, "Reguest for Internal Training." Of particular
importance is Block 14, "Describe how the reguested training will
assist the applicant in his present or projected assignment."”
Careful thought should be given to the information included In
this Block. A general picture of the applicant's working ex-
perience, plus an accurate description of his current or projected
assignment will help OTR in providing appropriate training.

Block 14 serves a double purpose. It is used to determine the
qualifications and priority status of the applicant, and
instructors use the information to structure courses to the needs
and experience of the students. Much valuable time is lost if
instructors must wait until the first day of the course to obtain
this information from the students.

3. The OTR Language School will not hold classes for the
two-week period, 20~31 December. Classes will resume on
3 January 1972. Students have been urged to take leave at this
time or return to their offices. They may engage in self-study
programs at the Language School; however, instructors will not
be available for tutorial or other instruction. The Language
School Laboratory and ftibrary will be open during this time.

[3

] [ATR . SECRET 1 December 1971
AppPStaForReléase 2000/08/04 : CIA-RDP78-06215A000100020011-4
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A model of Form T3 "Request for Internal Training", the form
used to apply for admission to courses given by OTIR or other compon-
ents, is reproduced on pege for your convenience. Most blocks
are self-explanatory, but noted below are several itens which regquire
careful and concise completion.

Iten 1. The name appearing bhere is normally that used on all
official records. If, for security reasons, an individual 1s to tske
_the course under anothsr name, it is to be entered here, and so lndicated.
must
Item 3. This number shmrk® be correct for the applicant to get

credit on the Agency Training Record.

tem 5. The original EOD date is entered here, not an EOD re-
sultinﬂ from a return from overssas, from a transfer beitween Agency
elements, or from scme other administrative action. This information
has significance because admission to scme OTR courses dcpends on
total length of service.

Ltem 9. Indicate service designation, if staff employee.
Item 9a. Check if contract employee.

Items 11 and 12: Place of birth and Soclal Sscurity numbnr, when
reguired for specific courses, should be gntered in these blocks.

Item 1k, Careful thougat should be given to the infcrmetion sub-
witted in this block. A general picture of the experience of the
applicant plus an accurate description of his current or rrojected
asaignment help OIR provide sppropriate training. The informstion
serves a twofold purpose. OIR uses it to determine the qualifications
and priority status of the applicant and instructors use this infor-
mation to structure courses to the needs and experience of the students.
Much valuable time is 19st 1f ilvstructors must wait until the first day
of the ccurse to obitain this information from the students.

Item 15. This information is important and should be as accurate
as poss;ble. " .

Item 17. This date, estimated or otherwise, has & bearing on
priority of sdmission to scme QIR courses. It should be filled in
vhenever applicable. .

Itew 18 and 19. Copy Number 2 (pink), the instructor's copy,
must be an exact duplicate of the original, including the required
slgnature. The supsrvisor's name should appear in typewritten form
aleng with the sigrature. :

Item 23. Although the reverse side of the form is for OTR's use,
this block may be used if, for example, Item 14 has to be continued or
1f any qualifying comments will further assist OTR/SRS/RG on the in-

structore.

-
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29 January 1974

MEMORANDUM FOR: Chairman of the Curriculum Committee

SUBJECT : The Agency's Affirmative Action Plan
- for Equal Employment Opportunity
and the Curriculum and the Office
of Training

1. The Agency's Affirmative Action Plan is a matter
of public record. Copies have been filed with the Civil
Service Commission and will be distributed to all Agency
employees.

2. The Agency's Director of Equal Employment Opportunity
“established eight short-range objectives; these specific
objectives have been given an action officer and a target
day for CY 1974. Extracted below are some of those
objectives -- and specific efforts toward achieving the
objective -- which might affect the curriculum of the
Office of Training:

Objective 4: To provide opportunities for employees to
enhance their skills, perform at their
highest potential, and advance in accordance
with their abilities in light of available
opportunities (Upward Mobility).

Specific Efforts for Achieving Responsible Target
the Objective Of%lClal Date
2. Continue the Agency Off- Director, Continuing
Campus Educational Program Office of
initiated in the fall 1973. In Training

this program which is conducted
in cooperation with the Northern
Virginia Regional Center of the
University of Virginia, any overt
employee can select courses from
the 22 offered. All courses are

Approved For Release 2000/08/04 : CIA-RDP78-06215A000100020011-4




Specific Efforts for Achieving
the Objective

career enhancing and tuition
costs are borne by the Agency
if the course is completed
successfully or the student
withdraws for the convenience
of the Agency.

3. Continue the long-
established and comprehensive
Agency training program that
is designed to enhance skills
of all employees. Courses
cover everything from typing
and shorthand refresher to
ADP, management courses,
midcareer development,
advanced intelligence seminars,
attendance at outside academic
institutes, exchange training
at other Government research
and development organizations,
attendance at service war
colleges, etc. The courses
and outside education are
geared to individual needs
related directly to career
progression.

5. Ensure that at the minimum
one member of a minority group
and/or one woman be a student
in each of the Agency's advanced
management courses as well as
the Senior Intelligence Seminar
and Midcareer Course.

6. Ensure that on a merit basis
minority group members and women
receive their fair share of
external full-time training by
having the Director, EEO and
the Federal Women's Program
Coordinator participate in
the Agency training, applicant
review and selection process.

2
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Responsible Target
OEEIC1a1 Date

Director, Office Continuing
of Training and

all supervisors

Deputy Directors Continuing
Assisted by thru all of
Director of 1974
Training,

Director, EEO,

Federal Women's

Program Coordinator

Director, EEO §& Continuing
Federal Women's thru all of

Program Coordinator 1974
with the cooperation

and assistance of the
Deputy Directors and

the Director of Training



Specific Efforts for Achieving
the Objective

7. Place $30,000 under the con-
trol of the Director, EEO to be
spent for such education as he
determines is necessary to meet
Agency-wide needs, to ensure
further that minority group
member employees receive
career enhancing external
training.

Objective 5:
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Responsible Target
Ofglcial Date
Director, EEO January
with the 1974

cooperation

and assistance
of the Deputy
Directors and
the Director of
Training

To provide training, advice, incentives, and

performance evaluation to ensure EEO program
understanding and support by supervisors.

1. Include in each management
training course a session on
Agency EEO policy and goals,
procedures for processing com-
plaints of discrimination, and
the functions and responsibilities
of the Director, EEO Federal
Women's Program Coordinator, and
the Agency EEO Officers and
Counselors.

4. Establish the training
required to provide specific
and practical instructions to
all newly appointed supervisors
at all levels to ensure an
understanding of an sensitivity
to the goals of equal employment
opportunity.

6. Implement the Agency
regulation on evaluating all
supervisors in their supervisory
and managerial performance in
the EEO area by issuing instructions
on how the evaluation is to be
made in the annual Fitness Reports.

Director of
Training
Director, EEO

Continuing
thru 1974

Federal Women's
Program Coordinator

Director of
Training
Chief, Key
Components and
subordinate
Elements
Director, EEO

April 1974

Deputy Director
for Management
and Services

January 1974
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